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SharePoint 2007 Overview
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Consistent Search Experience
Relevance

Uniform, Scalable User Experience
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CIT SharePoint 2007 Hosting Services

——

CIT has built a fully redundant, resilient, and well
designed SharePoint 2007 hosting services that
Includes:

« Centrally managed and fully redundant environment
« Document-level backup and restore

o 24X7 site monitoring

+ Access from public internet without VPN (optional)

« SSL encryption (optional)

* Integration with SSO and Federation Services

* Development site

SharePoint
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Interested in CIT SharePoint 2007 Hosting Services?

(Mﬁsﬁce SharePoint Server 2007/

Connecting people, process, and information

Windows Hosting Operations Group
Email: citsharepoint@mail.nih.gov
Telephone:301-435-7138

Website: moss.cit.nih.gov/community

CONTACT INFORMATION
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SharePoint document libraries
Lesson 1: Why use document libraries?

Lesson 2: How to add and edit files

Each lesson concludes with a short follow along demo
to reinforce your understanding of the material.

Section I:

SharePoint document libraries



Section goals

e -

See how valuable a document library can be to you and
your coworkers.

Make files available to others by adding them to a
document library.

Edit and save files in a document library.

Discover what happens when two people try to edit a file at
the same time, and know how to handle that.

Section I:

SharePoint document libraries
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Why document libraries?

Sharing files with
others is essential to
getting things done
nowadays.

But just how should
you share files?

You could e-mail them to people or put them on a
network folder somewhere.

But if your organization has a Windows SharePoint
Services 3.0 site or Microsoft Office SharePoint Server
2007, the best way to share files is to use a document
library.

Section I:

SharePoint document libraries



What Is a document library?

document library is a
= | Contoso = Shared Documents place On a Slte Where
e Shared Documents you can create
ument library. 4
Documents Mew +* | Upload =  Actions = @ Settings = CO”eCt! and update
= Shared Documents . Madified fileS With Othersl

Lists

View All Site Content

» Calendar
= Tasks

Discussions

= Team Discussion B Pia’s Sales Figures

In this example, employees are using a document library
called “Shared Documents.”

They have added files to the library, and now people can
make changes to them.

Section I:

SharePoint document libraries




What Is a document library?

A SharePoint

oo - document library is a
Contoso = Shared Documents place On a S|te Whel'e

_ . Shared Documents you can create,

e collect, and update

" Shared Documents Name files with others.

Lists | Booking process for events
» Calendar

= Tasks

Discussions | Marketing skrategy

® Team Discussion Bl Pia‘s Sales Figures

Those changes will be stored in the library — not on
their own computers.

And, because the library is on a Web site, other people

can easily access the files using a Web browser,
provided they have the permissions to do so.

Section I:

SharePoint document libraries



Good reasons to use a library

You might be thinking,
“Why not just e-mail a
file to my colleagues
or use a network
folder to share files?”

Because SharePoint
document libraries
provide more control.

i

There are many ways they do this:

« Checkout: You can check out a file to reserve it for
your use so that others cannot change it while you are
working on it.

« Versions: Alibrary can also be set up to store
previous versions for archiving purposes.

Section I:

SharePoint document libraries



Good reasons to use a library

i

You might be thinking,
“Why not just e-mail a
file to my colleagues
or use a network
folder to share files?”

Because SharePoint
document libraries
provide more control.

There are many ways they do this:

« Alerts: You can set up e-mail alerts so that you are
notified if a file is changed by someone else.

« Search: Libraries can also be set up so that they are
searchable.

Section I:

SharePoint document libraries
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Contoso = sShared Documents

Shared Documents

View All Site Content
Documents

= Shared Documents e —

Lists ] Booking process for events

® Calendar
= Tasks 5 ar — I
Discussions

= Team Discussion Al Fia's Sales Figures

Once you’ve found the
document library you
want to work with,
you’ll want to become
familiar with the URL
of the library.

The URL Is important

The URL of the library is at the top, in the address batr.
And you only need to become familiar with everything
before “Forms/Allltems.aspx.”

Section I:

SharePoint document libraries



Contoso = sShared Documents
Shared Documents
View All Site Content
Documents
= Shared Documents
Lists

® Calendar

= Tasks 5 s - I

Discussions | Marketing skrakegy

= Team Discussion Al Fia's Sales Figures

Once you’ve found the
document library you
want to work with,
you’ll want to become
familiar with the URL
of the library.

The URL Is important

Add this URL to your Web browser favorites for quick
and easy access. Eventually, you may even have it
memorized because you’ll use it often to access files.

Section I:

SharePoint document libraries
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1. Create adocument library
« Configure permissions
« Activate versioning
« Add document library URL address to favorites

. QIA

Section I:
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How to add and edit files

Word 2007 Excel 2007

PowerPoint 2007

Wondering how to
actually work with a
document library?

You're in the right
place.

This lesson will show you how to add and edit library
files by using Word, Excel, and PowerPoint 2007.

You'll also learn what happens when two people try to
edit a file at the same time, and how to handle that.

Section I:

SharePoint document libraries



How to save a file to a library

Adding a file to a

. library is similar to the

Bﬁ;g E way you save files to
IS your computer.

les ~ b

D nén curnents

o My
EJ Camputer

But instead of specifying a location on your computer
when you save the file, you type in the URL for your
library — that is, everything before
“Forms/Allltems.aspx.”

Section I:

SharePoint document libraries



How to upload files to a library

-

= Upload Document - Windows Internet Explorern

What if you already
@T ¥ | @ http:/fcontoso/_layoutsfupload, aspx?List="%7EFE47E ¥ | |¥# | K I:I have your fIIeS Saved

Upload Document: Shared Documents to your C(_)mputer and
Nnow you just need to
Upload Document Name: get them up tO the

(e

Ipload Multiple Files...

library somehow?

Owverwrite existing files

To do that, you go to the document library in your Web
browser and then click Upload.

Then, as the picture shows, you can click Browse to
locate the file on your hard disk.

Section I:

SharePoint document libraries



How to edit a file

/= Shared Documents - Windows Internet Explorer

L —

View All Site Content
Documents

» Shared Documents

Frank Lee
Lists

Frank Lee
= Calendar
= Tasks
Discussions

® Team Discussion

Once your Word,
Excel, and PowerPoint
files are there, what
do you do with them?

For example, how
might you edit this
marketing strategy
document?

When you need to work with a file and make changes,
you edit the file.

The picture shows what you’ll see when you do this in
Word 2007; click Edit to make changes to the file. (The
process is the same in Excel 2007 and PowerPoint
2007.)

Section I:
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People can edit, one at a time

(= Shared Documents - Windows Internet Explorer E]@@ Wlth a “brary’ When
@H b Mi-::rusuft Internet Explorer, I:I R~ people edlt the flle one

— AV at a time, true
. _:i o o :Ir'rr' 'rj_lf:"ut ° IJI:":Er'Ll Statequ. docs 1
=N e collaboration takes
View All Site Content p I ace .

Documents
» Shared Documents

Frank Lee
Lists

Ellen Adams
= Calendar
= Tasks

Discussions
Frank's computer
= Team Discussion . P

Each person can contribute to the file in their own time.
There’s no need for extra meetings, printing extra
copies, walking about the halls for revisions, and so on.

For example, if Frank and Ellen both need to work on a

marketing strategy document, they take turns editing it,
one at a time.

Section I:

SharePoint document libraries



When you don't take turns

Insert Page Layout Farmulas Data Review View Add-Ins
| £ | Calibri -l - |{IF
= 2 |||B I U-||A 4| |E

|iE £iE|| @~

Currency w7 & = Insert ~ xE -

=% - % 9| T Delete - || (@]~
-0 .00 Styles || Lo N
|Tdn +.0| - f=|Format~ || (2~

— g

W

|:|':,.' 'Dan Hall'

Open ‘Read-Cnly' or click "Motify' to open read-only and receive
niotification when the docurnent is no longer in use.

What happens when
you don’t take turns?
The first one who edits
the file will lock out the
other person.

In other words, two
people cannot edit the
same file at the same
time.

This picture shows what happens when one person
tries to edit the file at the same time as another person.

A File in Use message appears. Once Don Hall closes
the file, the file will be editable again.

Section I:
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Avoid locking the file by closing it

In the previous
BMLBRLLAEN  section, you saw how
= ) | Eiwep te one person can lock
o ==lEiaaal others out of a file if

E;.IignmentH I that person haS It
' open.

Recent Documents

1 2002 5ales Figures

3 Forecasted Expenses

|.__] Excel Options | |){ Exit Excel |

The way to unlock the file is to close it.

This is an important step to remember. If you don'’t close
the file, confusion can result.

Section I:

SharePoint document libraries




How to check out a file

Shared Documents To check out a file,
Share a document with the team by adding it to this document library. you d O Som eth i n g
Nv.:w *. - -I_-.lplnad *  Actions - Settings - w%fw All Documents - extra before you edlt
Type Mame Modified

3rd Quarter Sales Figures ! new 3/20/2009 3:25 PM the flle.
B pia's Marketing View Properties 3/20/2009 3:08 PM

-# Edit Properties
Manage Permissions
1 Editin Microsoft Office Excel

Send To

Ched: Out / I-I'rﬁ.

5] version History

i | Workflows

You place your pointer over the file name, click the down
arrow that appears, and then click Check Out.

This will reserve the file for only you to work on so that
other people cannot make changes.

Section I:

SharePoint document libraries



How to check out a file

Shared Documents Should you always
Share a document with the team by adding it to this document library. Ch eCk O ut fi IeS? N Ot

Mew = | Upload =~  Actions = View:  All Documents i necessarlly.

Modified

Type Mame

3rd Quarter Sales Figures ! new 3/20/2009 3:25 PM

lF—I] Pia's Marketing View Properties 3/20/2009 3:08 PM
-# Edit Properties

1| Edit in Microsoft Office Excel

Send To

Ched: Out / I-I'rﬁ.

If you need to make a quick change that you know will
take only a few minutes, then checkout is not necessary.

But if there’s a chance that your changes will take longer
than 15 minutes, we recommend checking out the file

before editing it.

Section I:

SharePoint document libraries




The overall process

——

- : Check it out Edit and save Check itin

Shared Docurments

Mem v gl R MW b eegE e

 Shared Documents

Mem v el = MReew v GemegE

How does checking
out a file for use Iin
Microsoft Office Word
2007, Microsoft Office
Excel® 2007, or
Microsoft Office
PowerPoint® 2007
work?

Here's a general explanation:

@ Check out the file. At this point, the file is reserved for
only you to work on.

@® Edit and save. You edit the file by clicking its file name in
the library. When the file opens, you work on it and save

as many times as you need to.

Section I:

SharePoint document libraries



The overall process

..
1) ) ® How does checking

- Checkit out Edit and save Check it in out a file for use In

' Saredtoamans Microsoft Office Word
. 2007, Microsoft Office

Excel® 2007, or

Microsoft Office

PowerPoint® 2007

work?

 Shared Documents

Mem v el = MReew v GemegE

Here's a general explanation:

® Check in the file. When you check in the file, others will
see your changes and will be able to edit the file.

Section I:
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Avoid locking the file unnecessarily

@- __ * | http:fisharepointsites/101 fartShared%200ocument s/Forms Alllkems, +5 XV I: I n add Itlon tO CIOSI ng
W the file when you are
" = - d r:'le C;Cﬂu metn jsj Microsoft Internet Explorer @ done, there’s another
View All Site Content Share a document with the team by adding

Documents New Upload ~ | Actions ~ 4l 8 \,_?/ You are about to open: Way tO aVOId IOCklng

Mame: Contoso Sales Report xdsx

= Shared Documents ype  Nan E From:  sharepoirt flle S Op en them a.S

Lists i ales Figures f How would you like to apen this file?
= Calendar @) Contoso Marketing Stra RN "T:.. Read Only Read On Iy.

(WS Edit
m Tasks

Discussions QK
= Team Discussion

Sites

You should do this when you don’t need to change the
file at all but you do need to read it or refer to It.

When the file opens, you won’t be able to make
changes, of course. However, others will still be able to
edit the file when you have it open as Read Only, so you
won'’t lock them out.

Section I:
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Document library files management

« Save afile

« Upload files to

« Editafile

« View and restore a file from file version history
« Email adocument link

. QIA

Section I:
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SharePoint calendars

Lesson 1: Use a calendar on a SharePoint site

Each lesson concludes with a short follow along demo to
reinforce your understanding of the material.

Section Il:

SharePoint calendars



Section Il goals

e -

Share schedule information by entering it in a shared
calendar on the SharePoint site.

Easily move around in the shared calendar on the
SharePoint site.

Update or delete entries in the shared calendar.

Section Il:
SharePoint calendars
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Site Actions ~

F— Team Site > Calendar
|_£'_| Calendar

Jan Feb Mar

Apr May  Jun
Jul Aug  Sep
Oct  Mov Dec

View All Site Content
Documents
= Shared Documents

Lists

Use a calendar on a SharePoint site

3 Team Site s Lt @

Why use a calendar
on a SharePoint site?

Because it's a great
way to share
Information using the
familiar context of a
calendar.

A calendar on a SharePoint site is similar to a
whiteboard calendar that you might put up in your
building’s hallway or break room.

Like that whiteboard, the SharePoint calendar is in a
public place — the SharePoint site, where anyone with
access to the site can see and use It.

Section Il:
SharePoint calendars



See the calendar

— L 5 S0, you're ready to try

#dl Team Site using a calendar on
your organization’s
jenplste con=nt || Announcements SharePoint site.

» Shared Documents

Lists

| Calend‘{_ | El Add new announcement SharePoint Services
» Tasks % ) Calendar

Links -

Discussions
® Team Discussion

Sites

With many standard deployments of a SharePoint site,
a calendar is already in place.

If that’s the case for you, all you’ll need to do to access

the calendar is click Calendar under Lists on the
Quick Launch, as shown in the picture.

Section Il:
SharePoint calendars



Get around In the calendar

Team 5Site > Calendar - Once you flnd your

Calendar :
calendar, you'll need

to know how to get

around in it.
You'll do that by
« Shered Documents clicking the different
Lo controls on the page.

» Calendar

m Taszks

Staff meeting

You can move from month to month, week to week, or
day to day by using the arrows. And you can look at a
day, a week, or a month at a time by using the buttons
of the same name.

To quickly move to different years or months, use the
small calendar above the Quick Launch.

Section Il:
SharePoint calendars



Team Site = Calendar - NOW you," add
Calendar calendar entries one
——— at a time by clicking
Add & new item to this list. rl-rr- Expand &ll Collapse A NEW Item On the NeW
_ = hursday
. menu.

Then you'll enter the
item’s details in a
form.

Staff meeting Seminar (Day 1)

It's easy to create both one-time items and recurring
items, such as a weekly staff meeting.

For recurrence, select the Make this a repeating event
check box and then set the item'’s recurrence pattern.

Section Il:
SharePoint calendars



Change In plans? Edit or delete an entry

Team Site > Calendar > Customer Meeting ) | Schedules Change;

Calendar: Customer Meeting you want to be able to
update existing

i New Ttem _3%@ % Delete Item | 83 Manage Permissions | Alert Me | Export Event [0S 21010 - M=) 011 A[=1cR (0]

-

Title Customer Meeting reﬂect those ChangeS.

Location Conference Room

Start Time 1/7/2009 4:00 PM

End Time 1/7/2009 5:00 PM

Description
All Day Event

Recurrence

To modify an item in the calendar, click its link to open it.
Then change the details by clicking Edit Item, as shown
In the picture.

To completely remove an item from the calendar, click
its link to open it, and then click Delete Item.

Section Il:
SharePoint calendars



SharePoint calendar in Outlook
- ...

The benefit of using a
calendar on a
SharePoint site is that
others will be able to
& see it and add to it.

| Beside on the
Sl S oo Tbie ™ || SharePoint site, users

Lists

can edit from Outlook

= Tasks

= — but first they’ll need
' - : to connect to it

An easy way to see the calendar Is by connect it to
Outlook.

You'll see the calendar under the other calendars
section of your Outlook in the calendar view.

Section Il:
SharePoint calendars



SharePoint calendar in Outlook

To see the connected
calendar, if you're
using the Outlook
| 2] AN Calendar ems | 2007, is to follow

hdrzc s e these steps.

How to Share Calendars

Cpen a Shared Calendar..,

Search Calendars Cnline

@ In Outlook, navigate to the calendar view.

2] Click on the SharePoint calendar under the Other
Calendars section.

Section Il:
SharePoint calendars
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1. Use acalendar on a SharePoint site
« Navigate in SharePoint calendar
« Add anew event
 Edit or remove an event
« Connect a calendar to Outlook

« Q/A

Section Il:

SharePoint calendars
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SharePoint discussion list

Lesson 1: Use a discussion list on a SharePoint
site

Each lesson concludes with a short follow along demo to
reinforce your understanding of the material.

Section llI:

SharePoint discussions list



Section Ill goals

e -

Conduct collaboration activates by holding discussion it in
a shared discussion list on the SharePoint site.

Easily move around in the discussion list on the SharePoint
site.

Reply, edit, or delete entries in the discussion list.

Section llI:

SharePoint discussion list
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Use a discussion list on a SharePoint site
e
Why use a discussion
Team Discussion list on a SharePoint
site?

Because it's a great
way to hold discussion
where multiple users
can share information
from different places
and at different times.

o100

A discussion list on a SharePoint site Is similar to a in
person discussion that you might hold during your
weekly meeting in the office.

Like that in office, the SharePoint discussion list IS in a

public meeting place — the SharePoint site, where
anyone with access to the site can see and use |It.

Section llI:

SharePoint discussion list



See the discussion list

Team Site

#4 Team Site

View All Site Content
[ Announcements
Documents

‘ = Shared Documents lf'l.fq

MiCroaolt

Windows
s Calendar E Add new announcement SharePoint Services
» Tasks Calendar

Lists

Discussions

= Team Discussion

Links v

~ S0, you're ready to try
| | il using a discussion list
tioms, _ _steacons - | ON YOUr organization’s

SharePoint site.

With many standard deployments of a SharePoint site,
a discussion list is already in place.

If that’s the case for you, all you’ll need to do to access

the discussion list is click Team Discussion under
Lists on the Quick Launch, as shown in the picture.

Section llI:

SharePoint discussion list




Get around In the discussion list

G SPS Demo = Team Discussion
Team Discussion

Wigw &l Site Content =& the Team Discussion lisk to haold newsgroup-skyle discussic
Documents Mew ~+  Ackions - Settings -

= Shared Docurments Subject \ Creaked By

Lists How ko better share information? ! HEwW #Yang, Gar

® Calendar
® Tasks
Discussions

= Team Discussion

Once you find your
discussion list, you'll
need to know how to
get around In it.

You'll do that by
clicking the different
controls on the page
similar to the calendar.

You can create new discussion, by using the New
button. And you can subscribe to alerts, or connect to
Outlook using the Actions button.

To quickly view the details of a discussion, click on the
linked text under the Subject column heading.
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Create new discussions

.

G SPS Demo > Team Discussion

Team Discussion

View all Site Content
Documents

= Shared Documents Discussion reated By
Create a new discussion tapic,

Lists Yang, Gan

= Calendar

= Tasks

Discussions

= Team Discussion

Now you’ll add
calendar entries one
at a time by clicking
Discussion on the
New menu.

Then you'll enter the
item’s details in a
form.

It's easy to create a new discussion to capture the
important information that normally would be loss in a
traditional discussion.

Section llI:
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G SPS Demo = Team Dis

Reply, edit, or delete an discussion entry

.

cussion = share information » How to better share info

Team Discussion: How to better share information? [\\/Zlaii (el sl==16)[h(e)

=i Reply ._EEI:Iit Itern | ¥ Delete Itermn :L_?J Manage Permissions | Alert Me

Body

e zan use a SharePoint discussion list to help share informatio
team members.

From: Wang, Gang (MIH/CIT) [E]
Posted: Saturday, Movember 29, 2008 9:23 PM
Subject: How to better share information?

Topic change; you

update existing entries
to reflect those
changes.

To reply to an item in the discussion list, click its link to open It,

and then Reply.

To modify an item in the discussion list, click its link to open it,
and then click View Properties. Then change the details by
clicking Edit Item, as shown in the picture.

To completely remove an item from the discussion list, click

Delete Item instead.

Section llI:
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Alert Me on discussion entries
.

G SPE Demo = Team Discussion

8 Team Discussion

View All Site Content Ilse the Team Discussion lisk ko hold newsgroup-skyle discussions on topics relevant bo wour beam.

Documents Wew  + fAckions T Settings

= Shared Documents

-

Lists How ko better share information? | Hew - [ @ wWang, Gang (MIH/CIT) [E]

= Zalendar

= Tasks

Wiew Ttemn

4| Edit Item

Discussions H43 Manage Permissions

= Team Discussion Delete Ttem

Sites alert Me

= Llser Group

People and Groups

The benefit of using a
discussion list and
other lists on a
SharePoint site is that
users will be able to
subscribe to e-mall
alert notifying them
when there are
changes.

An easy way to use the Alert Me feature is by moving on

top of a Subject text link and

option after you have clicked the little triangle to activate

the drop down menu.

You'll then see a form that ask for information to confirm
who should receive the alert, what should be alerted on,

and the frequency of the alert.

click on the Alert Me

Section llI:

SharePoint discussion list
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Use a discussion list on a SharePoint site

 Navigate in discussion list

« Add anew discussion

 Reply, edit, or delete a discussion entry
« Create an Alert Me on a discussion

« Q/A

Section llI:

SharePoint discussion list
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SharePoint issues tracking list

Lesson 1: Use a issues tracking list on a
SharePoint site

Each lesson concludes with a short follow along demo to
reinforce your understanding of the material.

Section |V:

SharePoint issues tracking list



Section IV goals

e -

Manage a set of issues or problems by entering it in a
shared issues tracking list on the SharePoint site.

Add, update, or delete entries in the issues tracking list.

Section |V:

SharePoint issues tracking list
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Create an issues tracking list on a SharePoint site

Create
-'III] | &dd a new libra iy, ||5t| ar wel G SPS Demo = Create
— 1 page to this website, | Create
,  Edit Page

Add, rermnove, or update Weh
Farts on this page, ol

-, Site Settings
8 | Manage site settings on this

site,

Libraries Communications Tracking

So, you're ready to try
creating an issues
tracking list on your
organization’s
SharePoint site.

@ Onthe top right area of the site, and then click on the
Site Actions button to select the Create option.

@ Click on the Issue Tracking under the Tracking section.

Section |V:
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Use an issues tracking list on a SharePoint site

Why use a issues
) Issue Tracking _ tracking list on a
| ol at G e : SharePoint site?

Because it's a great
way to manage a set
of issues or problems
without the need of
separate issue
tracking system.

An issue tracking list on a SharePoint site Is similar to
a issue tracking system that you might put up in your
organization to assign, prioritize, and follow the
progress of issues from start to finish.

Section |V:
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B e Now you'll add
I_‘/EJ Issue Tracking ' calendar entries one
View All Site Content ata tlme by CliCking
LEEDTUE0 S —_ New Item_ o ssigned To New ltem on the New
= Shared Documents Add a new item fo this fist. ang, Gang (NIH/CIT) [E] BNART=Ia 0
Lists

= Calendar

- Tasks Then you'll enter the
= Issue Tracking item’s details in a
Discussions form

= Team Discussion

By now, you should be familiar with this New menu
option. This option is available in all the SharePoint
lists.

Section |V:
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=i Mew Item JEdit Itern | 9 Delete Itermn 1_3 Manage Permissions | &lert Me {'_-.j Wersion History

Title Test Web Site Down
Assigned To Wang, Gang (MIHAZIT) [E] @
Issue Status Active

Priority (1% High

Description The test web site service hosted on the Linux server was out between
114M and 12PM,

Category (10 Linux

Change in issues? Edit or delete an entry
.r/—_- =

= Iszue Tracking = Test Webh Site Down

fésué Tracking: Test Web Site Down

Problem evolve; you
want to be able to
update existing issue
entries to reflect those

changes.

To modify an item in the issue tracking list, click its link
to open it. Then change the details by clicking Edit
ltem, as shown in the picture.

To completely remove an item from the issue tracking
list, click its link to open it, and then click Delete Item.
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Notify owner of the issue

T The benefit of using
Llst Advanced Settlngs Issue Tracklng an issue tracking list
on a SharePoint site is
that issues can be
properly managed —
but only if the issue
owner Is being

Content Types Allow rmanagement of content types?

':E::' Mo

E-Mail Motification

Send e-rmail when awnership is assigned? 1
Send e-mail when ownership is assigned — - Informed Of the

aor when an itern has been changed. W es LMo

progress.

You'll want to make sure the E-mail Notification is
turned on under the Advanced Settings section of
ISsue tracking list Settings page.
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1. Use an issues tracking list on a SharePoint site
« Create an issues tracking list
« Add anew issue
« Edit or remove an issue
« Enable E-mail Notification

. QIA
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Section V contents
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SharePoint contacts list

Lesson 1: Use a contacts list on a SharePoint
site

Each lesson concludes with a short follow along demo to
reinforce your understanding of the material.
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Section V goals

e

Manage information about people that you team works
with by entering it in a shared contacts list on the
SharePoint site.

Enter, update, or delete people in bulk in the contacts list.
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Create a contacts list on a SharePoint site

So, you're ready to try

ZE 3 new library, list, or we| Tensrame e, creating an contact list
— 1 page to this website, | Create . . ’

on your organization’s

,  Edit Page . g
F'.dd_. r'E=r|'||:|'-:-'E:.I ar |J|:ll:|-fltE= Web i Share POInt Slte-
Farts on this page. ol t of
. | Site Settings ' '
8 | Manage site settings on this

site,

Libraries Communications

o Document Library 8 AnnoUncernents

@ Onthe top right area of the site, and then click on the
Site Actions button to select the Create option.

(2] Click on the Contacts under the Communications
section.
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Use a contacts list on a SharePoint site

GW SRS Demo = Caontacts W h y u S e a i S S u e S
Contacts .

— contacts list on a
0 Last Mame First Mame Camparry LS e Horne Phore E-mail Address S h are P O I nt S i te ?

wrang ! HEW Gang (30 g wiangga@mail nih.gov

Because it's a great
way to manage

information on

! customers or partners

from one location.

= Training

An contacts list on a SharePoint site I1s similar to a
phone list that you might publish in your organization
to store information on customers or partners.

Also, a SharePoint contacts list can be accessed just
like your Outlook contacts.
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Enter, update, or delete items in bulk

. r/—_-

You can use data view

Gw SPS Demo » Contacts

Contacts to enter, update, or
Settings - Yiew:  All contacts delete ItemS In bU I k by
@ Lasth Eglll.t :;.;I iE ;;Er:_lsshf ::E;:.g . 55 Phone Home Phone E-mail address Cl ICkI ng Ed It I n D at a

Wang | L2 AetmE et T, 0F 3515 wangga@rnailnib,

Connect to Outlook

View on the Actions
B i, Mk menu.

Export to Spreadsheet
Analyze items with a
spreadsheet application,

terns inoa Micrasoft
ess database,

Alternatively, you can use the New menu option to enter
items, use Edit in the Item’s properties view to update
items, or Delete this item In the properties view to
delete items. This option is available in all the
SharePoint lists.
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1. Use acontacts list on a SharePoint site
e Create a contacts list
« Edit in Data View

. QIA
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Recycle Bin Demo
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1. Usethe Recycle Bin on a SharePoint site
 Delete and Restore

. QIA

Extra:
SharePoint Recycle Bin



Project List Demo
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1. Use a project list on a SharePoint site
« Create a project list

« Q/A

Extra:

SharePoint project list



Project Site Demo
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1. Use a project site on a SharePoint site
« Create a project site
« Grant user access to the site

« Q/A

Extra:

SharePoint project site



Business Data Catalog
Excel Services
InfoPath Forms
Search

Workflows

Interested Iin advanced topics?

S ——————

Extra:

SharePoint project site







